Book Design Made Simple’s Book and Website Style Sheet

Spelling, Abbreviations, Special Terms and Names

A
acknowledgment
Alt/Opt
A-Master

B

barcode

Basic Paragraph style
bookstore

C

chapter 1
Cloud
cost-effective

CreateSpace
Ctrl/Cmd

D

double-check

double-click

double-sided

drop-down menu, drop-down list, drop-down box

E
ebook
en space
EPUB
ereader

F

fly-out menu

G

H

half-linespace
half title page
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hardcover
Heading 1
hole-punched

|
IngramSpark
InDesign

Internet
ISBN

K
keyword

L

linespace
lowercase

M
MOBI

N

No Indents style
nonbreaking space
nonfiction

Normal view

(0)

okay (unless referring to an OK button)
OpenType

P
p. 130 (abbreviate page to save space)
paperback

pasteboard

POD

pre-printed

print-on-demand

Q
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R
royalty-free

rights-managed

run-ons

S

self-publish
sheet-fed

short-run printing

softcover
status bar

step by step (hyphenate when it is a modifier, as in “step-by-step instructions”)

T

text mode, object mode, character mode, paragraph mode

TIFF (or TIF)

typeface

U

uppercase

)"

VS.

W

web page
website
workflow

worldwide
WordPress

X
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NOTES

=

American spelling.
2. All numbers with two or more digits are written as numerical, all numbers below
10 are spelled out.

e 1,000

e 2-up

e 3-ring binder
e 50p

e 6"x9"

o fifth

e two-page spread
3. Add one space before and after ellipses. No spaces before and after dashes and
keyboard commands (i.e. Ctrl/Cmd+Shift+S). Put periods inside quotation marks.
4. Serial commas (A, B, and C).
5. Acronyms don’t have periods between letters (USA).
6. Titles in text have first word only capitalized. Titles of web pages, meta tags and
navigation cues (Samples>A Book Name) have each word capitalized.
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